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| NTRODUCTI ON

This position is located in the office of the Product Manager, Conbi ned Arnmns
Training Systens. The incunbent assists the Product Manager, Deputy Product
Manager, by relieving hinmher of clerical and administrative support work such
as:

- Receives all incomng calls and personal calls fromdiversified sources
wi thin NTSC, HQDA, HQ AMC, HQ TRADOC, field activities-of the Joint-Services,
ot her Governnment agencies, and representatives of industry. Determ nes the
identity of the caller and nature of the call. Refers to supervisors those calls
requiring their personal attention, basing such determ nation on the origin of
the call and know edge of superiors activities, special interest areas, and
know edge of the systemrequirenents definition and the acquisition processes.
Personally takes care of all other calls by: (1) furnishing the desired
i nformati on based on an intimate know edge of the PMand project director's
policies and previous decisions and a conprehensi ve knowl edge of operating
progranms and pending actions; or (2) referring calls to cognizant staff of
officers or to key personnel throughout PM TRADE and NTSC as appropri ate.
Sensitive information requiring special handling.

- Controls all sensitive correspondence both incom ng and outgoi ng. Receives
and nmaintains this material in a nanner which allows ready access and control.
Assures that all sensitive correspondence generated within the office is properly
desi gnat ed.

- The incunbent will adnminister the work | oad and provide administrative
training for subordinate clerical staff.

- Arranges conferences and neeting, informng participants of topics and
provi di ng background i nformati on. Attends conferences, takes notes, and ensures
that the PM DPM and project directors have an accurate report of the proceedi ngs.
Mai nt ai ns vi ewgr aphs/ 35nm sl i des and other briefing materials as required for use
in briefing by the PMDPM and project directors, ensuring information is current
and coordi nated with appropriate divisions.

- Maintains the Product Manager/Deputy Product Managers' cal endars and
schedul es appoi ntments and neetings upon own initiative based upon persona
know edge of his work load and current issues of inportance. Rem nds supervisor
of appoi ntnments and briefs supervisor on the matters to be considered before the
schedul ed neeting. On own initiative reschedul es appoi ntnments when it becones
apparent that supervisor will not be able to neet previous schedul es or arranges
for a subordi nate of the supervisor to represent the organi zation at the
conference based on know edge of the supervisor's views.

- Coordi nates the preparati on and subm ssion of the annual travel budget and
advi ses the PMon and maintains a | edger of PMtravel funds. Ensures hat al
personnel traveling on PM funds have justification approved by the proper
authority, and that the PMis in receipt of liquidated travel orders/vouchers for
t he posting and forwarding to appropriate organi zati ons.
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Makes necessary arrangenents for travel, arrangi ng schedul es of visits, making
reservations, notifying organizations and officials to be visited and submtting
travel vouchers and reports.

Reads i ncom ng correspondence, publications, regulations, and directives which
may affect the Division. Determ nes those that can be acted upon personally and

t akes necessary action. \Wen necessary, uses initiative to obtain clarification
of instructions fromoriginating offices or appropriate focal points. Determ nes
which are of inportance or interest to the Product Manager or Deputy and refers

t hem accordingly. In other cases, prepares on own initiative, a digest of content
for assistance of Product Manager or the Deputy. Assists subordinate echelons in
interpreting instructions and in establishing action required of them Briefs
Product Manager on such activity, its results, and status.

Responds to requests for infornmation concerning Product Manager functions.
Personal | y prepares responses on schedul e fromsource material. Anticipates
need for informati on and systematically prepares material so that it is

i medi ately avail able for supervisor's needs. In the absence of the Product
Manager or Deputy, in cases that would normally receive their persona
attention, assunes responsibility for ensuring that requests for action or

i nformati on are made known to responsible Division personnel who can satisfy
the request. Follows up on required actions and inforns the Product

Manager of their status. Wen the Product Manager is absent but accessible,
deci des whet her inportant or energency matters should be brought to his
attention.

Mai nt ai ns control records on incom ng correspondence and acti on docunents and
follows up on work in process to ensure tinely reply or action.

Assi sts supervisor's subordinates in the procedural aspects of expediting the
work of the office, including distributing the work | oad of clerical help to take
care of fluctuating work | oad; explaining requirements and arrangi ng for

subni ssion of data to be assenbl ed by the i ncunbent into general reports; and
informng and instructing clerical personnel concerning procedures for
preparation of correspondence.

Uses word processing software and printing equi pment to create, copy and edit
material . Transcribes various correspondence and reports fromhandwitten drafts
or verbal instruction into proper format, with responsibility for correct

spel ling, gramrar, capitalization and punctuation. Transmts, receives, and
acknow edges el ectronic mail and nessages, prints copies of incomng mail or
nmessages.

May be required to use graphics software to provide graphic synbols, charts, and
graphs for viewgraphs.



Reproduced at Government's expense
FACTORS

1. Know edge required by the Position:,

- Knowl edge of the duties, priorities, comitnents, and policies of the PM
Combat Training Centers and the Deputy in order to perform non-routine
assi gnnent s.

- Knowl edge of the required reporting and general adninistrative
procedures of the US Arny, NTSC and the application of various procedures,
requi rements and points of contacts of Defense acquisitions systens in order to
advi se and instruct the clerical staff.

- Skill in operating a typewiter, word processing equipnment and data base
managenent. A qualified typist is required.

- Knowl edge of office automation systens in order to use several types of
software for office needs. Skill in operating a keyboard to key data into an
aut omat ed system to nmake appropriate corrections, store, retrieve, insert,
del et e dat a.

- Know edge of grammar, spelling, punctuation, and US Arny formats.

- Work Situation: The Product Manager directs the staff primarily through
face-to-face neetings. Internal procedures and adm nistrative controls are sinple
and i nformal .

2. Supervisory Controls: The incunbent works under supervision of the PM DPM
CATS, making commitnents for themwi th regard to established policies. Wen
matters are questionable or professional decisions nust be nmade, they are al ways
referred to the supervisor. The supervisor spends considerable tinme away fromthe
of fice; the incunbent nust therefore work independently. The incunbent plans and
carries out the work, handling problens and deviations in the assignnment in
accordance with established policies. Conpleted work is evaluated for adequacy,
appropri ateness, and conformance to established policy.

3. Cuidelines:

- Quidelines are available for the nore routine aspects of the work, and
the PM provides for sone assignments, but nost of the tine the incunbent relies
on personal Judgnent to carry out the work in the nost effective nmanner.

- Quides include the policies, priorities and conmitnents of PM Conbi ned
Arms Training Systenms, PM TRADE, NTSC and the admi nistrative policies and
procedures of the US Arny and of fice system practi ces.

4. Conpl exity:

- The work includes various duties involving different and unrel ated
processes and net hods.

- The incunbent nust identify and understand the interrelationship between
the various procedures and controls between the various operations of PM TRADE
USAMC, HQDA, and NTSC.



Deci si ons regardi ng what needs to be done are based on adm nistrator’s
know edge of policies, priorities, and goals of the PM CATS, project directors,
and staff.

5. Scope and Effect:

The i ncunmbent ensures that the clerical and adm nistrative work of the ONM
Combi ned Arms Trai ning Systems conforns to the appropriate PM TRADE policy or
procedure. The incunbent reviews the work of others and gives advice concerning
procedural requirenments. The degree to which this is done well affects
reliability and acceptability of the work of outside organizations.

- The incunbent ensures that the other clerical staff have an equal work
| oad and considers the unique abilities of each of the clerical staff in making
wor k assignments. The proper training and education of each of the clerical staff
and the appropriate del egati on of individual assignments is required for the
maxi mum potential of the PM m ssion to be realized.

6. Personal Contacts:

- Contacts include high level officials from HQA, AMC, TRADOC, and
i ndustry who deal with the PM Conbi ned Arms Trai ning Systems on a wide variety of
matters.

7. Purpose of Contacts: The purpose of the work is to plan and coordinate the
wor k of the supervisor’'s office.

8. Physical Denands:

- The incunbent's work requires sonme wal ki ng, standi ng, bendi ng and
carrying light itens such as books and papers. There may be an occasi onal period
of overtime work and occasional tenporary duty of 2-3 days to other locations in
the US

9. Work Environnment: The work is normally perforned in an office setting and
may be an infrequent instance where the work nmay be performed in conference
roons, neeting halls, or other simlar surroundings.



